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Xerox AltaLink: Printing Envelopes in Microsoft Word from a PC 

Printing envelopes from the Mailings feature in Microsoft Word is a two-step process. First, setting up 
the bypass tray with envelopes. Second, printing from the Mailings feature in Microsoft Word. 

 

At the Copier: 

1. Set the envelopes in the Bypass Tray: 
Long Edge Feed, Face Down 

 

• Close the flaps and load the envelope 
face down onto the bypass tray as 
shown in the picture. 

• Adjust the guides to fit snugly around 
the sides of the envelope to ensure 
proper alignment and feeding. 

 

2. When the prompt appears on the main 
screen, configure the following settings: 

• Size: Select the size of the envelope. If 
the envelope size is not recognized as a 
standard option, you can create a 
custom size. 

• Type: Select Envelope. 

• Color: Select White. 
 
 

3. Select Confirm when finished.  

  



 

1/28/2025 

At the Computer: 

Printing an envelope with the Microsoft Word feature uses the chosen printer. 

1. Open Microsoft Word. 

2. Select File → Print → Printer Properties. 

3. Under Printing Options → Paper: 

• Use the dropdown menus to define the 
Paper Size, Color, and Type to match 
what is set at the machine. 

• Make sure the Tray 5 (Bypass) is 
chosen 
 

4. The driver should automatically switch to 
1-Sided Print. 

5. Select OK to exit print driver. 

 

 

Troubleshooting: 

If your envelopes are printing upside down, 
you can fix this through your print driver 
settings. Follow these steps: 

• In the print driver, go to the Advanced 
tab. 

• Select Rotate Image 180° and click on 
Setup. 

• Check both boxes and select the 
envelope size from the dropdown 
menu. 

• Portrait and Landscape Pages will 
default. 

• Click "OK" to apply the changes.  
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Tip: Create a Preset for Future Use 

• Once all settings are applied, select 
the save icon in the bottom left 
corner. 

• Select Save as New Preset and give 
it a name. 

• You can now select this preset next 
time to save time. 

 

  

6. In MS Word, select Mailings → 
Envelopes. Enter addresses as needed. 

7. Select the Options button. 

 

8. On the Envelope Options tab, select the 
correct Envelope size. 

 

9. On the Printing Options tab, select Feed 
from: Bypass Tray. 

10. Select OK. 

 

11. Select Print. 

 

 


